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equesting Agency
BALTIMORE CITY POLICE DEPARTMENT

2. Division or Bureau of Requesting Agency

Admintstrative Burc;u

3. Authorization Requested (Check only one of the squares below).

B C
Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals.
additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records wil! cease to retained for the period of time indicated.
to warrant retention. have value to warrant their retention after
the period of time indicated.
4. 5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
N work or activity to which the records relote inclusive dotes and quantity and Board of Public
0. (cubic or linear feet). Show recommended retention period. Works.
1 PROCEEDINGS OF THE POLICE COMMISSION (COMMISSIOKER)

Size: 10" x 18" x 2¢

Guantitys 85 vols,

Datest 18752195663 DISCORTINUE

File Arrangement: MNumerical by volume number

Indem: 1 vel., 1875-1915; also internal indexes in some volumes

Frior to Junre 1, 1920, the Police Dgpartment wag governed by a
doard of Police Comminsioners. The actions taken at Board meetings
were recorded under the title "Proceedings,™ although the record is
simply an annotated memorandum of decisions and subsequent action,

In 1920, a single Commissloner succeeded the Board (Luws of Marylapd,
1920, Chapter 559). The “Proceedings” were continued in gomewhat the -
save style, becomirg a dally record or log of decisions and activitie
of the Comrissioner, containing Gereral Orders relating to assignmentF
and reassignments, commendations and transfers, injuries to officers,
trials and Tetirements, pensions and widows® allowances, recommends-
tiong, donations, and other police matters requ!ring action by the
Commissioner.

In the departmental reorgenization of 1966, the “Proceedings™ were
discontinued, and tha agenda of the meetings of the Commissioner with
his Deputy Commissioners becaeme the afficial record, :

Since the top administrative officials are appointed by the Governpr,
the "Proceedings" are considered State records and would be deposited
in the i'all of Records according to the recommendstion below, Howevep,
the Police Commissioner should retain coples of the “Proceedings” '
vhich have administrative or legal value to his office until such
value ceasses, efter which time they should be transferred to the lall
of Records.

RECOMMENDATION: RETAIX PERMABENTLY. TRANSFER TO THE HALL OF RECORDS. (conttnued)
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

z .

OPINICNS OF THE ATTCRMNEY GBHERAL, COUNSELS, AND STATL'S ATTORNEYS

Sizes 8% x I1v v

Quentity: & wvols., 3 post binders
Dateg: Jan, 1, 1890...

Fila Arr.3 Chronolsglcal

from January 1, 1390, to September 8, 1916, legal opinions rela-
ting to the Baltimore City Folice Department were rendered by State's
Attorrays and by the several private counsels appointed from time to
time to serve the Police Bosrds and folice Commigsioners. After
establighment of tha Law Department in 1916, all opinions 1ssued frox
the Atterney General,

RECOMMERDATION: RETALR PERMARENTLY.

GENERAL CORRESPONDENRCE FILE (ADMINISTRATIVE FILE)

Sizet Letter-size

Quartityt 64 letter-gize file drewers

Dates: 1924,..,

File Arr.: (1) HRumericaly (2) Subject-oriented, aslpha-nuserical

Indext 3" x 3“ card index to subject or name, and to file number;
29 card-file drawvers

1n 1957, during the reorganization of the Department, the COorrese
ponderce files formerly under the jurisdiction of the Secretary to
the Commissioner were placed in the Administrstive Burecsu, In 1931,

while under the Secretary, these files were microlilmed for the periop

1914~1924, and no atteapt wasg made to elimirate ephemeral material ox
duplicate copies., Subseguently eight file drawers, following 1924,
vere culled of excess papers, reducing the quantity of materisal to
be filmed to three drewers. Although the microfilming program was
not continued at that time, the result of the elimination indicates

that there s a great dezl of duplication and ephemeral material that
could be disposed of by perloedic review and removal of such papers

from the active filea, Very little gersral correspondence is of per¢
manent value, and microfilming these files in their entirety is not
raecommended,

The employee inr charge of the files ghould be familiar with the
type of material having continuing administrative or legsl value to
the office, 8o that a retention period for such material could be
determined, whether for a short term or a long, permanently in ori-
ginal form or on film (Kecommendation "A" below)., Haterial having
little or no value should be equally easy to identify, (Kecomuenda-
tion "B¥),

Therefore the only problematical moterial is that which sight hav
historical sigrificance or could develop future research value. »a-
terial of possible historic velue should be offered to the iall of
Records for deposit tn the State archives; if rejected, it would then

come under the provisions of Recosmendation ™3™ for disposal. Haterjal

which might develop future reference value should be removed periodiy
cally from the asctive files and held for three years in inactive
status, during which time a record of the incidence of reference

{continued)
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

6. Recommendation
of Hall of Records
and Board of Public

No. (cubic or linear feet). Show recommended retention périod. Works.
3 (cont,) {should be kept so that a true evaluation may be made of its retentlon
value,
vuleiple copies and all printed or mimeographed matarial are cone
sidered nonrecord and may ba destroyed xR soon 48 no lenger needed
by the office.
RECOMMERDATIONE A, CORRESPONDENCE AKD PAPERS HAVING PERMARENT LEGAL
O ADMINISTRATIVE VALUE ARE TO BE HETALKED IN
THEIR QRIGINAL FORM, OR ON MICEOFILM WITH THE 2Kl
GIlNAL RECORDS DESTROYED,
Be AFTER THREE YEARS IN THE CURRENT FILE, REMOVE
ALL CORRESTORDERCE ARD PAFPRRS MOT DESIGRATED AT
| PERMAEENT TO INACTIVE STATUS FOR A PERICD OF THRER
MORE YEARS, AFTER WHICH SUCH MATERIAL MAY BE DESTROYED,
IF A LOKGER PERIOD OF REFERENCE VALUE HAS NOT BEEN
ESTABLLSHED,
4 CENERAL ORDERS

Size: B%* x 117, and legal size
fuentitys 125 cu, ft, (vault)
Dates? Ce 1890.0‘

File Arxr.: Chronological

Ceneral Orders have been isgued by the Police Commigaloners ard,
aftexr 1920, by the Commissioner, for the regulation and government of
police personnel and the Department, These Ordexrs have been noted
or recorded in full in the Proceedings (Item 1), The greatest quane

tity of Orders refer to individuals ard ore found within cthe individual

personrel records filed in the Pexrsonnel Diviasjon,

General Qrders relating to policy and administration should be
retained permanently in the Administrative Division., The recommendae
tion below refers only to Orders relating te the government of indi-

vidual personnel, which {nformation is elso available in the Petsonneh

Diviston, \

RECOMMENDATIONS RETAIN GENERAL ORDERS RELATING TO IKDIVIDUAL PER-
SONNEL FOR THREE YEARS, THEM DESTRUY.




